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Office of State Procurement
Centralized procurement office for most executive branch agencies

Promulgate rules and develop procurement policies and procedures

“Fair, open, and transparent”
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Methods of Procurement

• Over $30,000 – publically advertised

• Long, complex 
• Primes and subcontractors

Small
Purchases

Competitive 
Sealed Bids 

(ITB)

Request for 
Proposals 

(RFP)

• Small Purchase Executive Order JBE 2020-21 
• $0 - $10,000: No competition required (informal quotes / P-Card)
• $10,000 - $20,000: 3 quotes required, or Hudson/Vets Initiative
• $20,000 - $30,000: 5 quotes required, or Hudson/Vets Initiative
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Methods of Procurement
• Non-Competitive “PPCS” Service Contracting 

• Professional services (doctors, lawyers, accountants, actuaries, veterinarians, claims 
adjusters, engineers, architects) – ALL

• Personal services (artists, interpreters, photographers, musicians or writers with highly 
technical or unique individual skills/talents) – ALL

• Consulting services (IT, business management, large-scale personal or professional service-
type activities) – under $75,000 / year

• Social services (rehabilitation and health support services – health, substance abuse, family 
planning, etc.) – under $250,000 / year

• Cooperative Purchasing/GSA 

• Brand Name Contracting 

• Emergency Procurement 
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Strategies for Success

• Offer a Solution

• Register, Compete, and Market

• Low Hanging Fruit 
• non-competitive purchases/contracts

• Hudson Initiative 
• Up to $30,000 
• Points for RFP Proposals (as a Prime or sub-contractor)

• Partner With Other Vendors 
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Statewide Contracts

Established by OSP to meet 
the needs of all state 

agencies, as well as political 
subdivisions and quasis

LaPAC

eCat

Emergency Contingency are 
often a subset of statewide 

Benefits of bundled 
purchasing power and 

compliance

Typically established by ITB, 
RFP, GSA, or cooperative

“Do you have a State 
contract?”

Sometimes referred to as 
“44” contracts 

(e.g., 4400018930) 
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Emergency Procurement

• Types of Emergencies

• Usual Emergency 
• e.g., water line burst 

• Catastrophic Emergency
• e.g., hurricane

• Types of Emergency Procurement

• Governor’s EO/Proclamation provides 
flexibility 

• Extraordinary authorization to obtain 
three (3) quotes 

• Use of OSP emergency-contingency 
statewide contracts 

• Use of regular statewide contracts if 
still available 

• RFQs: request for quotations (time-
abbreviated bids) 
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Emergency Procurement Differences

Faster pace

• Need 
immediate 
response 
and delivery

Higher stakes

• Life, health, 
and/or 
property is at 
immediate 
risk

Fragmented 
information

• Crisis mode – 
full picture is 
not always 
clear

Fewer  
suppliers

• Many 
businesses 
closed or 
inaccessible

Logistics

• Road 
closures, 
weather 
impacts, loss 
of power
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State Systems
• OSP’s Website

• procurement.la.gov 

• LaGov / LaPac
• Vendor registration
• Bid postings
• Bid notifications
• Listing of registered vendors 

• eCat 
• State’s electronic catalog of existing contracts

• LESA
• RFPs
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Benefits of Registration

Free, fast enrollment and 24/7 access

Self-enrollment and account maintenance

Makes your company visible to agencies

Ties to registration in the State’s payment system

Allows online bids instead of submitting paper

Required for any contract award

Automated bid/addenda notifications
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Registration Help Scripts
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LaPac Bids by Department
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LaPac Bids by Category
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LaPac Bid Opportunities
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Bid Posting Notification
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Invitations to Bid
(ITBs)



OFFICE OF STATE PROCUREMENTOFFICE OF STATE PROCUREMENT
Procurement.La.Gov

Invitation to Bid (ITB) Definition

LA R.S. 39:1556(29):

All documents, whether attached 
or incorporated by reference, 
utilized for soliciting bids in 
accordance with the procedures 
set forth in R.S. 39:1594.
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Submitting a Bid

Online

Mail/Courier Service

In Person

Fax
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Types of Attachments
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Equipment 
Maintenance 

and Repair

Security
Guards

Labor & 
Materials/

Construction

Grounds
Maintenance

Medical
Personnel

Motor
Vehicle Dealer

Required Licenses
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What is a Specification? 

Any description of the physical, 
functional, or performance 
characteristics of an item, OR the 
nature of a supply, a service, 
construction job, or a major repair.
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Terms
Shall/Must imperative

permissiveMay

desirableShould

must have bothAnd

either is acceptableOr
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Types of Bidders

Responsive
Responsible
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Common Mistakes

No signature

Late bids 

Unacceptable format 

Freight not included in bid price

Missing documentation

Failure to meet specifications
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Tips for a Successful Bid

• Read Everything
• Don’t Wait 
• Use the Bid Forms
• Sign Your Bid 
• Check Your Math 
• Include Required Documentation
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Questions / Additional Information

Office of State Procurement

• Specifications 
• Bid Submittals 
• Bid Terms and Conditions
• Bid Opening 

Agency

• Job Visits & Pre-Bid Conferences
• Invoice & Payment
• Delivery 
• Work Hours / Job Site Details
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Requests for Proposal 
(RFPs)
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LESA

• Louisiana eProcurement Solutions by Ariba (LESA 

• SAP Ariba Platform

• Cloud Solution
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RFPs Issued by OSP

LESA Features

Electronic Proposal Submission

Proposer Questionnaire

Electronic Evaluation
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LaPAC RFP Postings

LESA RFP

RFP Posted by an Agency
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LaPAC LESA Postings
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Ariba Discovery
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Ariba Network Registration
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RFPs in LESA
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RFPs in LESA
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Blackout Period

• Prohibits communication except with designated contact person

• Helps ensure integrity in the procurement process

• Ensures all proposers have access to the same information at the 
same time

• May result in disqualification

• May also result in suspension or 
debarment
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RFP Format in LESA

Traditional RFP Content

Proposer Information

Scored Content



OFFICE OF STATE PROCUREMENTOFFICE OF STATE PROCUREMENT
Procurement.La.Gov

Traditional RFP Content

Administrative and General Information

Scope of Work

Evaluation

Secretary of State Requirements

Insurance Requirements

Addenda
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Proposer Information
(Non-Scored Content)

Cover Letter

Mandatory Qualifications

Compliance with Sample Contract 

Use of Subcontractors

Electronic Vendor Payment 

Redacted Proposal 

Proposal Submission Requirements
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Scored Content

Company Background and Experience

Approach and Methodology

Service and Support

Proposed Staff Qualifications

Hudson/Veteran Initiatives

Financial Proposal
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Proposals – New Format
• Part 1 – Proposer Information, Acknowledgements, and 

Certifications (Non-Scored)

• Part 2 – Technical Proposal
• Mandatory Qualifications (Pass/Fail)
• Use of Subcontractors (Non-Scored)
• Technical Evaluation Factors (Scored)

• Part 3 – Financial Proposal (Scored)

• Part 4 – HVI (Scored)
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Proposals – New Format

Part 5
Proposed Modifications 

to Sample Contract 

Part 6 
Claim of Business 

Confidentiality 

Part 7
Electronic Vendor 
Payment Solution 

NON-SCORED



OFFICE OF STATE PROCUREMENTOFFICE OF STATE PROCUREMENT
Procurement.La.Gov

Proposal Preparation Phases

•    Read RFP
• Inquiry Period
• Determine Intent to Participate

Planning

•    Write Proposal
• ProofreadWriting

•    Package Proposals
• Timely Deliver ProposalsSubmitting
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Read the RFP

Pay Attention

• Scope of Work 

• Mandatory Requirements 
(Shall) 

• Desirable Requirements 
(Should) 

• Permissible Requirements 
(May)

• Proposer and Contractor 
Requirements



OFFICE OF STATE PROCUREMENTOFFICE OF STATE PROCUREMENT
Procurement.La.Gov

Subcontractors

• How to connect with a Proposer?
• Attend Pre-Proposal Conference
• Public Records Request
• Web search

• How to find Hudson/Vet subcontractors?
• LED Website: 

https://smallbiz.louisianaeconomicdevelopment.com/Search/ 

https://smallbiz.louisianaeconomicdevelopment.com/Search/
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Public Records Request

ContractsEvaluation
Summaries

Proposals

Request from Agency Custodian of Records
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Inquiry Period

• Reference the RFP section number

• Don’t be afraid to seek clarity 

• Inquiries MUST be received by the deadline
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Submitting Inquiries
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Submitting Inquiries
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Submitting Inquiries
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Intent to Participate

Indicates interest 
in submitting a 

proposal

Allows Proposer 
to respond to 

event
Non-binding



OFFICE OF STATE PROCUREMENTOFFICE OF STATE PROCUREMENT
Procurement.La.Gov

Intent to Participate
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Select Lots
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Select Lots
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Proposal Preparation Phases

•    Read RFP
• Inquiry Period
• Determine Intent to Participate

Planning

•    Write Proposal
• ProofreadWriting

•    Package Proposals
• Timely Deliver ProposalsSubmitting
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Proposal in LESA

• Organize Your Thoughts

• Respond to ALL Required Questions

• Ensure Your Approach Shows a                                     
Complete Understanding of the RFP

• Know Your Audience
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Evaluation Committee

Usually 3+ subject 
matter experts

Evaluate proposals

Selects most 
advantageous proposal 
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Drafting Your Proposal

Attempt to hide 
deficiencies

DON’T

“Fill the 
page”

Propose an 
unrealistic 

price
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Proposer Response
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Table Section
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Answer Types
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New Format
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Attachments
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Supplemental Attachments
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Conditional Questions
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Conditional Questions
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Financial Proposal
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Financial Proposal



OFFICE OF STATE PROCUREMENTOFFICE OF STATE PROCUREMENT
Procurement.La.Gov

Saving a Response
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Proposal Preparation Phases

•    Read RFP
• Inquiry Period
• Determine Intent to Participate

Planning

•    Write Proposal
• ProofreadWriting

•    Package Proposals
• Timely Deliver ProposalsSubmitting
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Finalizing Your Proposal

:

Ensure all required attachments are included  

Proofread

Ensure proposal is signed by an authorized signatory

Electronic submission is highly encouraged

Hard copy submissions: Follow all instructions and deliver by the deadline
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Response Submittal
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Response Submittal
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Response Submittal
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Post Submittal

Request names of 
other proposers 

Respond to 
clarification 

requests 

Oral presentations or 
demonstrations 

Respond to Best 
and Final Offer 

(BAFO) 

Wait 
patiently
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Response Revision
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Response Revision
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Technical Assistance
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Proofread your 
proposal

Reminders
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Vendor Guide

Detailed guide on How to Do 
Business with the State of 
Louisiana

Deeper dive into registration, 
bidding, contracting, and 
customer service processes
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OSP Contact Information

OSP Website   procurement.la.gov

Purchasing   doa-osphelpdesk@la.gov
Professional Contracts doa-pchelpdesk@la.gov
Vendor Inquiries  vendr_inq@la.gov 
LESA Inquiries  lesa@la.gov 

OSP Main Desk  (225) 342-8010
 

https://www.doa.la.gov/doa/osp/
mailto:DOA-OSPhelpdesk@la.gov
mailto:doa-pchelpdesk@la.gov
mailto:Vendr_Inq@la.gov
mailto:lesa@la.gov
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